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LSES Advantages

e Reduced / Eliminated Fact Finding
e Faster Payments

e Reduced questions from employees
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CSV Files

e Universal file format

o Works with Excel and other spreadsheets
e Not dependent on the version of software

e Virtually any software can create a CSV
file
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Good Morning YWednesday, May 30, 2007 @ Help | Contact | Resources 24

i
EMPLOYER SELF SERVICEJLOGON 0]e th \

. unemployment progra

| Please Logon Important Information

B il aad it any etk Woavi required, Welcome ko the Indana Department of ‘Workforce Development Employver Self
Service Website, The following capailities are currenthy available to employvers:

|Isername * II WTGT7TE

L Fegistration
¥ Logon Password #  [eeekhi Prafile Mainkenance
Guarterly Reporting
Payment Processing
Data Review

b Mew User?
b Forgaok Password?
kb Forgot Lsername?

fis some browser buttons can cause unexpected resulks, please donot Use the BACK
butkon o amy other external browser buttons, se only the navigation bukkons
provided within Uplink. &lso, Uplink. does use same pop up windows ko display certai

information such as help content and warious other links, Most pop up blacke
programs allaw you ko hold down the chel key on vour kevboard while clicking a link, £
allow & pop up window to open,




~I | Doing Business As :

¥ Home

¥ Quarterly Reporting
e s

b Make A Payment

¥ Profile Maintenance

¥ Employer Summary
¥ Contribution Reports
b \Wage Reports

b Liabilities

F Payments

b Rate Histary

¥ Confirmation Lisk

k User Maint_gqance

Frimary Address

Good Afternoon Ellen

EMPLOYER SUMMARY

Business Type : Carparation For Prafit

‘ Profile Information Smatrt Links

IWT Payvment Due

Tuesday, May 29, 2007

@ Help | Contact | Resources | Logoff

Ilnk

GO

unemployment programs

iurrent Year : Rate 2007 0 27%
Liable Date 10012005
Skatus fctive
Skatus Date 10/01/2005

Recent Payments

Business Ackivity

Specialized Freight (except Lsed Goods) Trucking,

Payment Date Payment Amount Payment Type
0443002007 $189.00 Electronic Check:
06012006 46,30 Manual Check
05082006 $189.00 Manual Check:
(31222 0f ¢ 170 171 flarnal Check

Quarterly Report Summary

Qtr/Year| Total ¥ages | Taxable Wages | Contr Due| Contr Pd | Interest Due | Interest Pd | Penalty Due | Penalty Pd | Other Due | Other Pd| Balance
12007 $19,188.00 $7,000.000 $189.00( 4§ 189.00 $0.00 $0.00 $0.00 $0.00 $0.000 4000 4000
4}2006 $19,315.00 $0,00  $0.00 40,00 $0.,00 40,00 $0.00 $0.00 $0.000 4000 $0.00
32006 | $19,318.00 $0.00]  $0.00 40,00 §0.00 $0.00 40,00 §0.00 $0.000  $0.00 4000
2}2006 $19,318.00 $0.00  $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.000 4000 $0.00
12006 $19,430.00 $7,000.00] $139.00)  $189.00 $0.00 $0.00 $0.00 $0.00 $0.00, 4000 $0.00
4}2005 4 7,500,00 $7,000,000 $189.00)  $189.00 $ 0,00 $0.00 $0.00 $0.00 $0.000 4000 40000
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Contacts Helpful Information

| Tax 1-800 and Area phone numbers Forms & Publications

Lacal Dffice Locakor SUTA Durnping FADs

Collections Enforcement [nit nemplovment Insurance Employver Handbook,

1JI Board Indiana Workforce Development Homepage

Related Services Information State Agency Links

Hoosiers by the Mumbers Indiana Economic Development Corporation I

Training Acceleration Grant (TAG) Indiana State Direckory of Mew Hires

Indiana Secretary of State

Laroe Scale Emplover Separations Indiana Department of Revenue

Workers Compensation Board

o L e e el e S T D

IRS What's Mew in DWD

Small Business Administration Receive e-newsletters & updates

Enter Job Postings
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¥ Home

¥ Quarterly Reporting
b Make Payment

¢ Profile M;iﬁténance

b Employer Summary

b User Maintenance

¥ Mass Layﬁql_'f

b Lavyoff Information

F Dawnload/Upload

b &dd or Edit Employees
b Summary

F Confitmation

Good Afternoon Ellen

Layoff Begin Date

|

4

Tuesday, May 29, 2007

MAsS LAYOFF : LAYOFF RECORDS

Recall Date

Location Number

Edit

i_opy

Create Mew Layoff

@ Help | Contact | Resources | Logaff ;'

lINk

9,

Location Description

UNEIMHHmEnt prog




Wo

¢ Home

b Quartetly Reporting
F Make Payment

¢ Profile Maintenance

» Employer Summary

b User Maintenance

¥ Mass Larqqf_f

+ Layoff Information
t Download{Upload

b Add or Edit Employess
b Summary

F Confitmation

RCE

| Good Afternoon Ellen

Return ko work date *

Tuesday, May 29, 2007

MAss LAYOFF : LAYOFF INFORMATION

Fields marked with an asterisk, * are required,

foefzzfony ] (rmiddiyyyy)
06200 Ta) (mmfddyyyy) op

I. | Yiew Locations

Lavyoff begin date *

Location affected

@' Help | Contact | Resources | Logaff 1'

G0

] Please provide the following information pertaining _

. Permanent € Indefinite @ Use Dake

ink

unemployment prograrm

In the event more information is needed, please provide the contact information.

| Conkack person name: # |Kath3f amikh
- Phone number: * |5?4-1 11-2222  |(993-999-9999)
Ernail address: * |ksmi_t|_'|@x_yz.ngt (cni@yyy 222)

| (599-999-5394)

Fax number:

y

Click the "Mest" butkon to either download a list of employees on the wage repaort of upload layaff information




| Good Afternoon Ellen Tuesday, May 29, 2007 @ Help | Contact | Resources | Logaff

=

[ |
MASS LAYOFF : LAYOFF EMPLOYEE\INFORMATION GoOU D N

This screen will allow you to create an extract file that lists employess saved on your wage repart,
You can edit this file in a spreadshest program (e.g, Microsoft Excel) and then upload the file once it

| contains just the affected employess. You MUST save the file as CSY (Camma Delimited)(*,cav), To da this,

| h H
= select File -» Save As and then ensure the Save As Type selection is C5Y, Failure to do this will change the
¥ Quarterly Reporting

: ) Make Payment file format and you will no longer be able to upload the file into the system,

¢ Profile Maintenance
: IrEuer Summary
b Usesaintenane
V ass Layoff o
' £ Layaff Infarmation IF wou wish ko upload your emplovee lisk click the "Upload” butkan
t Download/Upload
b &dd or Edit Employees

b Summary
+ Confirmation

IF wou wish ko create a download file of the list of emplovess reported on your wage report dick the "Create” button




* Home

¥ Quarterly Reporting

b Make Payment

¢ Profile Maintenance

¥ Employer Summary

b User Maintenance

¥ Mass Layoff

b Layoff Information

+ Download,Upload
» Add or Edit Employess
b Summary

b Confirmnatian

Good Afternoon Ellen @) Help | Contact | Resources | Logoff =

MASs LAYOFF : LAYOFF EMPLOYEEINFORMATIONSN 010 1 ||n 4

UEIMpRIment progral

Tuesday, May 29, 2007

This screen will allow vo

You can edit this file in a File Download

cantaing just the affecte

. To do this,

)

select File - Save As a Il change the

file format and you will n

IF vou wish ko creabe a downl;

IF wou wish bo upload your & Upload

P T .I...:'- '.I.'.'." R e
wih, SIOTE OREATID S WRE afifile:



EiMicrosoft Excel - : _ =] x|
: | : I Type a question for help » o & X

First Mame Middle Initi Severance Whks for S¢acation FWWks for ViHoliday Pz Days for Haliday Fay
F 0 0 0 0 0 0




== x|

L iMicrosoft Excel -
: ; Type aquestion for help = o & X

123456
Sl Last Mame First MameMiddle Initi Severance Whks far S¢'acation F Holiday Pz Days for Haliday Fay
0

1111111 AR a 0 1]

250 0
500 0
0 G4
0 97

999990008 REED a
gEEeEEa08 WING a
FITiTiTvT BAT a
BEBEREERE COBE a




=12 x

Type aqueskion forhelp » _ & =

123456 Save As
SoM Last MameFi

1111111 VAN =

Q9909909098 REED B My Documents

ga80a30aa WWING | e | L ry Computer

TEITTTTTTT BAT Recent JZF My Network Places
BEREERRER COBB 1 Application Launcher

ISy | Claimstaker 1 rewrite May 07
__1ESS Presentation Materials

L 1 Shorteut ba LLL Institute

. ; R —
o 1234sB[flesv N [x
CS'I.-' (Cormma delimited) (*.csv) _D | L




=12 x

Type aqueskion forhelp » _ & =

123456
Sl Last Mame First MameMiddle Initi Severance Whks far S¢'acation F Holiday Pz Days for Haliday Fay

1111111 | VAN 0 0 0
992900999 REED a
080588588 WING a
FITTTiTTT BAT a
BEBEREERE COBE a

1]
250 0
500 0
0 G4
0 97

Il'\--'lic:r-::u.-s.'-:nuft Excel

©




| Good Afternoon Ellen Tuesday, May 29, 2007 @ Help | Contact | Resources | Logaff

By

MASS LAYOFF : LAYOFF EMPLOYEE? N

N This screen will allow you o create an extract file that lists employees saved on your wage report,

B vou can edit this file in a spreadsheet program (e.g, Microsoft Excel) and then upload the file once it
| contains just the affected employess. You MUST save the file as CSY (Camma Delimited)(*,cav), To da this,

select File -» Save As and then ensure the Save As Type selection is C5Y, Failure to do this will change the

file format and you will no longer be able to upload the file into the system,

IF wou wish ko create a download file of the list of emplovess reported on your wage report dick the "Create” button
OR

| ™ Mass Layoff

v Lavoff Information IF wou wish ko upload your emplovee lisk click the "Upload” butkan
t Download/Upload
b &dd or Edit Employees
b Summary

F Confitmation




|+ Home
e T

¥ Quarterly Reporting
|» Make Payment

¢ Profile Maintenance
|* Employer Summary

b User Maintenance

¥ Mass Layq{f

F Lavyoff Information

t Download/Upload
b &dd or Edit Employees
b Summary

F Confitmation

| Good Afternoon Ellen Tuesday, May 29, 2007 '@ Help | Contact | Resources | Logaff

link

UNEIMHHmEnt prog EIE

9,

Mass LAYOFF : UPLOAD' LAYOFFIFILE

' ».|| Upload the LayOFf File

Upload the LayOFf File |C:"5Dp;yments .a.nt"i. Setti |

Y,

Browse...

. mm

& |
s




Good Afternoon Ellen Tuesday, May 29, 2007 @ Help | Contact | Resources | Logaff 2

Mass LAYOFF : SUMMAR! 019 Iink

UNEIMHHmEnt prog

W()RKFOR 2 Please review the Following to ensure all the Claimants have been added,
' Ah| Todelete a claimant click on the checkbo,

DEVELOPMENT Use the "Print" button to create a lisk of the emplovess in the layoff, LA
Click."al" ba print a fist of all of the employees in the layaff, or a letter For just the emplovess with a lask name starting with that letter,
F Home
FEiplovei & Click tor display Mames starking with the letter
v Profile Mai Hyper“nk for last name FGHIJKLMNOPORSTUYWRYZAl
b Quartetly Rep
T SEYerance Yacation Holiday
b Make Payment
RO TR Delete  5SN Last Name  First Name  Pay Mumber of Weeks Pay Numbet of Weeks Pay  Number of Days
b User Maintenance
TR TR BAT B 000 o 0.00 0 B4.00 1
¥ Mass Layﬁqff 8
b Lavoff Infarmation O BABGEEOEE OB 9 0.0 0 0.00 0 9700 1
+ Dawnload/Upload |- 999399999 REED R 000 0 2a0.00 1 0ooo o
N r o AN P 0.00 0 000 0 000 0
b Summary
b Corfirmation O ARGRERGAE  WING A 000 0 50000 2 000 o

Select emplovees From the lisk above and click "Remaove” o remove emplovees From the layaff lisk
To add emplovees that are NOT in the above list, of o edit employess in the fist, click the "Edit" butkon
To finalize and submit the layoff information click the "Next" butkon




| Good Afternoon Ellen

'@ Help | Contact | Resources | Logaff 2

coLolink

UNEIMHHmEnt prog EIE

Tuesday, May 29, 2007

MAss LAYOFF : ADD OR EDIT.EMPLOYEES'

b Make Payment

¢ Profile Maintenance

¥ Employer Summary
T T e L

b User Maintenance

¥ Mass Layﬁq{f_

b Lavoff Information
F Download/Upload

Add or Edit
Employees

o SUmmary
¥ Confirmation

|reeD
| Firsk Mame: * |F1
| Severance Pay: ID.EI Humber of Weeks |EI
| Vacation Pay: |25III.III Hurmber of Weeks Il
- Holiday Pay: |III.III Mumber of Days |EI | save | | Clear Screen |

successfully added employees

Seyerance Yacation Holiday
S5N Last Name First Name Pay Number of Weeks Pay Number of Weeks Pay  Numbet of Days
BEEEGEAEE COBE 5 000 0 0.00 0 970 1
299939039 REED R o.00 0 25000 1 ooa o
001111111 Yk P 000 0 .00 a oo o
i ats utalataia WING i 0,00 0 s0000 2 ooo o
When finished adding and editing emplovess click the "Finished" button =l



¥ Home
¥ Employer Summary
e e e

¢ Profile Maintenance

b Quarterly Reporting

k Make Payment

¢ User Malntenance
ETEI LI LA P

¥ Mass Layuff

k Layoff Information

¥ DownloadfUpload

¥ fAdd or Edit Emplovees
F Summary

k Confirmation

J

Delete

LRI LY O3y O30

Good Afternoon Ellen

55N
BEREEEAES
S5EE55555
099999999
333333333
444444444

001111111

it

Mass LAYOFF : SUMMARY

Last Name
BB
JOMES
FEED

RICE

SMITH

YA

WING

First Mame

5
R
R
R
R
F
i

Click ko display Mames starting with the letker

sl | Flease review the following bo ensure all the Claimants have been added.
% To delete a claimant click on the checkbo,

[se the "Print" button to create a list of the emplovees in the layaff,
Click "lI" ko print & fist of all of the emplovees in the layoff, or a letker For just the emplovees with a lask name starting with that letter,

Severance

Pay
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Numbet of Weeks

0
0

a2 e R LT |

Tuesday, May 29, 2007

Yacation

Pay
0.00
0.00
250,00
1,000.00
0.00
0,00
500,00

Mumbetr of Weeks

GO

Holiday

Pay
97,00
150,00
57.00
0.00
150,00
0,00
0,00

@' Help | Contact | Resources | Logoff

I|r'1I<

unemployment programs

Number of Days

1
1
1

1

e T |

Select employess from the list above and click "Remove” to remove employees From the layoff list

To finalize and submit the: layoff information click the “Mext" buthon

To add employees that are MOT in the above lisk, or ko edit employvees in the lisk, click the "Edit" buttan



k Quarterly Reporting
¥ Make Payment
e e
¢ Profile Maintenance

* Employer Summary
¥ User Maintenance
b Mass Layuff

b Laynff Information

b Upload Emplovees

b fAdd or Edit Emplovees
b Summary

¢ Confirmation

Tuesday, May 29, 2007 @ Help | Contact | Resources | Logoff

----- GO Ilnk

unemployment programs

Good Afternoon Ellen

You have successfully filed a mass layoff record. Your confirmation number is: 809058

Please print this page for your records.

Each employee must contact the Siete be S8 an unemployment benefit claim,
They may do this by the fnllnwmg options:

Online at: htbp: fuplink, in, goy
r

Yisit local office - Far list of office locations click here.
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¥ Home

¥ Quarterly Reporting
b Make Payment

¢ Profile M;iﬁténance

b Employer Summary

b User Maintenance

¥ Mass Layﬁql_'f

b Lavyoff Information

F Dawnload/Upload

b &dd or Edit Employees
b Summary

F Confitmation

4

Good Afternoon Ellen

Layoff Begin Date
{0 og15/2007
0 ggfzziz007

Tuesday, May 29, 2007

MAsS LAYOFF : LAYOFF RECORDS!

Recall Date
0&/20/2007
08062007

Location Number

@ Help | Contact | Resources | Logaff ;'

lINk

9,

Location Description
ALL
ALL

UNEIMHHmEnt prog

. | Edit @ Co Create Mew Layaff
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~ Uplink LSES Assistance~

Jeremie Dexter 317-232-0648
jadexter@dwd.in.gov

Carol Hunter 317-232-7385
chunter@dwd.in.gov

Kathy Sebelski 574-239-9360
ksebelski@dwd.in.gov

Josh VandeVoort 317-233-9322
jvandevoort@dwd.in.qov
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